The concept of informational interviewing was introduced by Richard Bolles in his best-selling book, What Color is Your Parachute. It is the process of gathering firsthand information from people who are already successful in a career that interests you. An informational interview provides an insider's view of a career path including, if you ask the right questions, the skills that are desired by employers, the day-to-day challenges, and the future of the field. You may also receive valuable tips for making a successful transition. An informational interview is the most effective way to get accurate and personally relevant information about a career path.
through the membership lists for professional organizations to which you belong. LinkedIn is a useful tool for identifying potential contacts. Using LinkedIn, you can join groups related to your career interest, search specific companies, and ask for an introduction to people who are linked to your primary connections.
As with all aspects of networking, you should be in it for the long haul. This is not a one-time exercise, but a long-term project of building a network of connections that will allow you to make the contributions you want to make in your chosen profession.
Arranging an informational interview
Once you have identified someone who works in a career path you have decided to explore, send a formal letter, an e-mail, or a LinkedIn private message in which you introduce yourself and tell your contact how you learned about him or her. (See example correspondence in myIDP.)
Mention any common connections-friend, alumnus of same school-since that helps to create some rapport. Request a time to talk either in person or on the phone. Let your contact know that you are seeking information-not a job. Don't be afraid of being turned down: People are remarkably willing to share information about their careers, but not everyone feels they have time.
Preparing for the interview
Informational interviews typically last 30 minutes to an hour. This is not a lot of time so you should prepare carefully to take advantage of the time you have.
Ask questions about the person's career path and how they prepared for their position. Ask about special skills or certifications that might be necessary or recommended. Don't be afraid to ask about potentially sensitive issues such as typical salaries, work hours, and so on.
The box below provides a list of "starter" questions. As you prepare for the meeting, personalize this list to address the issues that are most important to you. This should include questions directly related to your personal values (see Values Assessment in myIDP). For example, if a family-friendly career is very important to you, you may want to ask about flexible work hours, on-site daycare, and so on.
General questions you might ask in an informational interview: 
The interview
The most important thing to remember about the actual interview is to be respectful. First of all, always be on time. During the interview, be personable but also professional. Make it clear that you do not intend to waste anyone's time. It is a good idea to ask for contact information-or better still, an introduction-to other potential contacts. Let's say you're interviewing someone who works in the research and development division of a company, but you believe your skills and interests lean more toward a career in regulatory affairs. This is an opportunity for you to obtain contact information for someone who works in the regulatory affairs division of the same company. You can also use this as an opportunity to find out about other companies in the field. This could be of great benefit as you identify target companies for your job search.
The follow up
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The follow up
Keep notes about the things you learn from your informational interviews. The "Talk to People" section of myIDP provides a convenient way for you to keep track of the important things you gleaned from each informational interview. These notes will be helpful when you follow up later to share news about your progress.
It is important to recognize that the person you interviewed gave you their time, a precious commodity. Acknowledge this with a written "thank you" note. 
